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ABSTRACT 

Britain's National Vocational Qualifications (NVQs) 
are work qualifications that measure what an employee or potential 
employee can do as well as how much he or she knows and understands 
about a particular job. Used as written proof of usable workplace 
skills that can be put to profitable use by an employer, NVQs range 
from basic Level 1, for everyday routine tasks, up to Level 5 
professional skills, providing a way to develop skills and build a 
career ladder that benefits both employer and employee. This packet 
contains NVQ competency lists for the following information 
technology occupations: (1) information technology, level 1 (central 
computer operations, network computer operations, and stand-along 
computer operations; (2) information technology, level 3 (central 
computer services supervision; computer network system investigation 
and installation, information systems analysis and design, 
information systems delivery and support supervision, information 
systems design and production, information systems installation and 
support supervision, multiuser computer system investigation and 
installation, network computer services supervision, stand-alone 
computer services supervision, and stand-alone computer system 
selection and installation; and (3) information technology, level 4 
(central computer services management, computer network system 
selection and installation supervision, customer implementation 
support, information systems analysis, information systems production 
supervision, multiuser computer system selection and installation 
supervision, and network computer services management; and (4) 
information technology for end users, levels 1~3 (using information 
technology) . (KC) 
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- better 
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for better 
jobs 



NATIONAL VOCATIONAL QUALIFICATIONS 



Information 
Technology 
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- better qualifications for work 



NVQs are the v-york qualifications that employeis have 
always bC'en asking foi. because NVQs measure what you 
can do. as well as how much you know and understand 
about the job you do. 

Practical, work-based qualifications 

An NVQ IS the ideal qualification for people who intend to 
work, or already work, in a particulai industry, service or 
business On-the-job training is more relevant than book- 
learning, so the ability to run an organisation oi repair a 
motor vehicle is what counts, rather than having GCSEs. 

For every industry and business 

NVQs are already available for most kinds of work (and the 
range is constantly being added to, in order to meet new 
employment needs). 

NVQs are written proof of usable workplace skills which can 
be put to profitable use oy an employer straight away. They 
range from basic Levei 1, for everyday routine tasks, up to 
Level 5 professional skills - so there's a way to develop skills 
and build a career ladder that benefits both employer and 
employee 

For every kind of person 

There is training for NVQs, but there's no laid-down course 
of study: someone - anyone of any age. provided they're 
over 16 - vyho can prove the ability to do the job, with the 
required degree of skill, is entitled to be assessed for an 
NVQ. 

An NVQ IS recognition and certification of someone's ability 
to perform specific tasks. It may involve study to reach the 
appropriate level. On the other hand, some candidates or 
employees may already possess the necessary skills - 
acquinng an NVQ certificate can be valuable recognition of 
those skills, especially m areas where previously no formal 
qualification existed 
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NVQs 

Information Technology 
Level 1 
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Information TQchnoiogy 
Level 1 



Central Computer Operation 
NVQ Level 1 

Receive hardware 

Take delivery of hardware 

Take care of and operate system peripherals 

Cairy out defined equipment cleaning and basic 
maintenance procedures 

Operate and monitor peripheral hardware 

Respond to peripheral messages 

Set up and unload computer system peripherals 

Carry out application set-up procedures 

Remove output from pnnter and store prior to distnbution 

Monitor for and respond to hardware problems 

Monitor hardware for faults 

Recognise, record and respond to problems as they occur 
Maintain records of activities 

Handle data storage media 

Take media from store 
Return media to storage 
Handle storage media safely 
Label storage media 
Clean storage media 

Handle consumables 

Draw and record usage of consumables 
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Network Computer Operation 
NVQ Level 1 



Receive hardware 

Take delivery of hardware 

Monitor for and respond to hardware problems 

Monitor hardware for faults 

Recognise, record and respond to problems as they occur 
Maintain records of activities 

Operate network equipment 

Start up network 
Operate and monitor network 
Close down network 
Maintain records of activities 

Take care of network equipment 

Carry out defined equipment cleaning and basic 
maintenance procedures 

Set up network hardware for use 

Maintain records of activities 

Handle data storage media 

Take media from store 
Return media to storage 
Handle storage media safely 
Label storage media 
Clean sioraye media 

Handle consumables 

Draw and record usage of consumable;; 
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Stand Alone Computer Operation 
NVQ Level 1 



Take care of and operate stand alone computer 
system hardware 

Carry out defined equipment cleaning and basic 
maintenance procedures 

Set up hardware ready for use 

Power up and power down equipment 

Use software on stand alone computer system 

Initiate software 

Create new files 

Edit existmg files 

Output data/text as required 

Remove output from printer/plotter 

Distribute all job output 

Termmate programs 

Operate stand alone computer system 

Set up necessary media/peripherals for use 
Start up system 

Recognise errors and take appropnate action 
Use operating systems commands to manage files 
Close down system 

Maintain data stored on data storage media 

Moniior and control the contents of data storage media 
Monitor and maintain the stotage of files 
Pioteci data stored on media 



Receive hardware 



Take delivery of hardware 




Carry out data restore operations using utility programs 
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Handle data storage media for stand a'.one 
computer system 

Take storage media troin store 

iJse storaqe media 

Clean sioraye media 

Store storage media 

Handle consumables 

Draw and record usage oi consum.ables 



- builds better qualifications for work 



BTEC !S the Business & Technology Hducaticn Council, an 
independent bodv which awards Naiicr.ai V-x:aiional 
Qualifications iNVQs!. 

BTEC authorises firms or colleges ;c carry out NVQ tiaining 
and assessment. It also appoints external verifiers who 
check that trainees' work meets NVQ standards. 

BTEC Itself does not do NVQ training But it constantly 
monitors the providers and assessors to ensure that NVQ 
trainees develop the necessary skills to the standards 
icquired nv industry 



Your next step 

Please see your training officer or personnel department, 
talk to the local careers advisory service, or contact 
colleges in your area. Youi Training and Enterprise 
Council may also be able to help. 
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- better qualifications for work 



MVOs a:b iiy; v.'-;:k quui;!k;a::-;::s Crnipiov'-:;; iiav- 
nlv/ays aiikii^q :;)! !)eca':sc "iVO;; ineasuie v^na; voi; 
c;an cio. as v/eii as liov-/ inuct. vou knew r.nd uiidersiaiici 
about 'l!-,c- job vou do 

Practical, work-based qualifications 

An NVQ IS ihe ideal qualificaticn :or people wiio uiiond to 
work. 0! alieady work, in a particular industry, service or 
business. On-the-iob training ig nicre relevant than b-:ok- 
loarninq. so the ability ir :nn an ;r:;anir;aucn or :opa:r a 
inctor v'Miicx •.viiat count;., latnei tban havinq GCSE;; 

For every industry and business 

NVQs are already available for most kinds of work (and the 
range is constantly being added to. in order to meet now 
employment needs). 

NVQs are written proof of usable v.'orkplace skills v/nich can 
be put to profitable use by an employer straight away They 
range from basic Level 1. for everyday routine tasks, up to 
Level 5 professional skills - so there s a way to develop skills 
and build a career ladder that benef.ts both employe! and 
'.■mployce 

For every kind of person 

There is training for NVQs. but theie s no laid- down course 
of study: someone - anyone of any age. provided tliev re 
over 16 - Vv'ho can prove the ability to do the lob. with the 
required dc-aree '.^f skill, ib- '-;iut:c-d be assessed ! :i ai^; 
NVQ 

An NVO IS recognition and cf-;t:^iCallon of soinecnt s a!nii;v 
to perfoim specific tasks It may -.nvoive study to i'. acn t!io 
appropnate level 'Jnthoothei ha-.d. some candidates 
employees may alieadv possess tlir necessary skills - 
acquiiinnan NVO cc-itificat^ m;'; b'- valuable k r-vii;it;i i. ; 
those skills, especiallv m :\\oir. '.vi-r-re- piC'Viousiv :'.,!ma: 
(lualification '-xisted 
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Central Computer 
Services Supervision 
NVQ Level 3 

All of those units 

Supervise and control systems operation 

Monitor systems performance agamst agreed service k.-veis 
Balance daily schedule in light of short term changes 
Maintain records in the computer room 
Carry out shift handover 

Control system support 

Schedule tactical systems software maintenance periods 
Monitor systems software maintenance 
Schedule tactical engineering maintenance periods 
Monitor engineenng support 

Control application service schedules 

Take over shift and establish status 
Control Riogress of applications schedules 
Control available seivices according to schedule 
Respond to unscheduled lequesis 
Carry out shift handovei 

Supervise provision of application services 

Mainiam records of customer lequiienients 
Maintain lecoids of system losouices avaiiabk,- 
Maintain rec;ords of pattern of \v.iv of system icsoiiicns 
Mamtaiii mastci sfheduh' 

Moniloi acuvities and los-pond to customoi (Mkiuiucs 
Maintain application sysunn opoiatmg piocodun^s 



information .Te'chhoiogy - . 

[.Lavel-3. ■■• ■ ■■: ••5:. 



Supervise problem identification and resolution 

Iniuaie hardware or software diagnostic procedures 

1 laisc with maintenance provider m reporting both 
'Xjuipment and service failure 

Liaise with customers over probleir.s .;kelv to affect 
service levels 

Ensure problems are resolved 

Analyse problem mfoimation and statistics 

Take part in review of problem resolution procedures 

Plan and define changes to hardware or 
software configuration 

Plan change to be executed 

Create u 'dividual change instructions 

Review change plan after execution 

Control security procedure 

Supeivise physical security procedures 
Supervise hardware security procedures 
Supervise data security procedures 
Supervise personnel security procedures 

Plus any two of the following 4 units 

Supervise delivery and acceptance of hardware 

Arrange delivery of equipment 

Carry out acceptance procedures 

Dociinient haidwate configuiation a;; in^italled or revised 

Assist uyor iii use of new facilities 




15 



ERIC 



I nf ormatioirrTechholbsnR 
LevalfcX 



Manage data storage media library 

Mamiain data storacje niociia storage coiidiuons 
and procedures 

Ensure tliai addiuonal :;u-;:.rr; media recmironK-nls aio ir/.-i 

Coniroi dosuucuon ot 3ons!;:v!- sicraqe media or 
eonsuniables 

!v:onitor procedures tor r.iedia i.Liary nianayenien'. 

Control software security procedures 

Supervise software socuritv procedures 

Monitor and maintain consumable stocks 

Ivlonitor ;:olivoiies ol :;tc.;r:i: 

Ensure stock check's ana r.iCvement audits are earned 
out regularly 

Ensure that additional consumables requirements aio met 
Ensure records arc mannamed 
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Computer Network System 
Investigation & Installation 
NVQ Level 3 
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Investigate and document possible 
hardware suppliers 

i^eseaich harriwanv s'MiiU':::;; 

Ideniiiv possible .suppliers oi haiciv.'r.ie 

Investigate and document possible 
software suppliers 



i^osoaich p:::^si;;;e soUv;a!(? ;;-/l';t;:.::.: 
Meniitv possioie suppliois .sor/.va; 



Supervise the acceptance of bought-in 
software package 

i-^btablisli acccpiance ciileiia liom u,-ciuiienie!iis 
si^ecificaticn 

Define iiackaae tosl plans 
Define package test data 
Define test sch.eciulo 
i'-lvaluaie lesuits 

Design hardware installation verification tests 

Define tests ic exeicise essential 't-atuies 

Dofin,? tost data lequircments ar.d obtain appiovais 

D'jtino lost sc-hedule 

' )bseiyi' p:ivsk-al liaidwaK- wistallali^^;; and cr.uij'.C'Ois li sts 
i'"valuaiP :■ ;;■.);;:: 
I'loduco Imai U",;oit 

Supervise delivery and acceptance of network 

Anancio di^hvoiv ot o(!uipni''!ii 

Caiiv 'Hit a(:c;(^i)taiK;o piecedun.s 

Dociimont nctwoik oonticiuialion a:> mstallod ;>; if'Viscd 

Asi;if;t u;;o[ t'^ p.iaki^ uso ol nc'W taoiJit:o« 

IT 
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Plan and define changes to hardware or software 
configuration 

Plan change to be executed 

Create mdividuai chanuo !i;.struct:ons 

Review cliange plan, alter execuiiori 



I nf armation: Tflchnologw V 

'LavebSi:'-: 
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Information Systenns 
Analysis & Design 
NVQ Level 3 



Investigate the requirements for an 
information system 

Review and agree ilie infoimatic;-. rf-c;.!!red to be gaihereci 
Gather inforinaiion 
Assemble results 

Explore alternative designs for an 
information system 

Review and accept requiienients and constraints 

Prepare outline designs for each alterative to be offered 

Create functional prototypeis) of selected alternative 
desiqn(s) to assist in selection process 

Design an information system at a detailed level 

Review and accept the design requirements and critena 
Produce a detailed design 
Document the design 

Investigate customer satisfaction with 
information systems support 



Review live operanons of the system 

Identify modifications reciuired and investigate effects 

Investigate the effectiveness of an 
information system 

.•\ijio(' obi(H-i;v(-.s 

Golk.'Cl (lata 

Dorumcn! t';;v;;nMs 
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Information Systenns Delivery 
& Support Supervision 
NVQ Level 3 

All of these units 

Assemble and test a completed information system 

Prepare sysieni ic-st data 

Sei up and lesl the environment roadv ior accepniuj 
fcmploteci programs 

Sei up/ the svster.i itsl daia. diimmy databases an.d ciiv": 
ioquiuHi '^l^nienis 

Install the systoni ir,to the test environment 
Carry out controlled tests 
Evaluate all results 
Report on tests 

Supervise the installation of software 

Agree schedule and targets with staff and customer 
Establ;3h sources of lequired start up data 
Agree test tasks 

Create uf.er and operational documentation 
Agree .locumentation tasks 
Test security and data piotection piocoduies 
Monitor task execu'ion and complotion 
Product installation dolivorablcs and repoit 

Supervise information system support activities 

Delinc suiJiion iccjuiii'iiiont? with customoi 

Moni' -I :i';!iv( i v suppoi! 

iii'VU V.' pi; 'VI, a '!. V.-l'!i i uSli'ini" 1 
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Plus any two of these 5 units 

Investigate and document possible 
hardware suppliers 

Rosea! di i;cssii)lf; harciv/aro .^■.\\\::zr.-^ 

IdeniHv P';3S!ble suppl!(;FS r.: ia-iav/ajo 

Investigate and document possible 
software suppliers 

Reseaich possible soilwaie soiutions 

Idenliiv possible suppliers of soUvv'aiG 

Supervise the acceptance of bought-in 
software package 

Establish acceptance cnieriu fioni ihe 
requirements specification 

Define i)ackage test plans 

Define package test data 

Define test schedule 

Evaluate results 

Design hardware installation verification tests 

Delino tests to oxciciso essential fcatuios 

Define test data locjuiioments and obtain appiovais 

Define test schedule 

Observe lihysical haidv\/are installation and engmceis testf 
Evaluate- lesuits 
Produce final ioi)ori 

Investigate the effectiveness of an 
information system 

Aqroc obiecnves 

c;olle(;t data 

Document lir.diiv.is 
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information Systenns Design 
& Production NVQ Level 3 
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Design an information system at a detailed level 

F^evit-w aiid aca-pi the (ic^siun !r-(;ui:o!iu;-iHs ar/j ::::'J !!a 
Produce a clotaikfd dosiqn 
Document the design 

Design the software components of an 
information system 

Accepi component design requirements 

Define outline (iesiqn ot svstem componenis 

Define niodrie breakdown 

Take part in component and module design lovu-vvs 

Assemble and test a completed information system 

Prepaie system lest data 

Set up and lest the environment ready for accc-pnnq 
completed programs 

Sci up the system test data, dum.niy databases, and oilier 
required elements 

Install the system into llie test enviionnu.'ir. 
Carry out coniiolled tests 
Evaluate all results 
Repoii on tests 

Supervise the installation of software 

Agree scheduk^ and targets with stall an(i ::',;s;:.;!:'ei 
P'.staLMish :;()uices ol recjuiied stall up data 
Acjree n^st tasks 

Cicatc u::' i and ;-p' lalirnia! d'.cuni''n'.i;: ;. 
Aqice diH'uiiU'niaiion task;- 
Test sccunt y .iiid data piotoction pioccdu!'. :•■ 
Minul.M m;;k i :-;( ;:uti!'n an(i cnniplcliri, 
PiDduci' mstallali'in di'livc'innli's and n p- i' 
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Plan and control the production of 
software components 

Review ap.ci accept the component specification 

Agree targets for rompGn(-nt nrociucticn 

Monitcr progress nqamst r::i:~. 

Monitor quality of work 

Carry out regular technical reviews 

Report to manager 

Respond to progress and resource problems 
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Information Systems Installation 
& Support Supervision 
NVQ Level 3 



All of these units 

Assemble and test a completed information system 

Prepaie system test data 

Set up and test the env.rcnment ready for acccptmc-, 
completed programs 

Set up the system test ;:a!a. dummy databases and otly;: 
required elements 

Install the system into tiie tr-st environinent 
Carry out controlled tests 
Evaluate all results 
Report on tests 

Provide customer training 

Develop training materials 
Participate in training delivery 

Supervise the installation of software 

Agree schedule and laiqots v/ith staff and customer 
Establish sources oi :equ;!cd Jtart up data 
Agree test tasks 

Creau? user and oi)i.-rav..'nal docume!itai:c:! 
Agree documentation tasks 
Test scrcunty and data pr-tocition procedures 
Monitor task (?X'X'Ution and compkiion 
Pioduce installation dc-hv(-rahles and ic;:on 
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Investigate customer satisfaction with 
information systems support 

:-':Vn-'.v opeiations ot ihc svr;;?-:;: 

;;i(}iu;;V ::;.'i;::i:;auv;!is :•-■;;;::(■{: a:;:; ;:.v<.;;i;;!av ^■:■'■-cl;; 

Supervise information system support activities 

l.lonnji lieiiveiv oi sUppon 
Review i:r:-v!sion with the ciisnRv.-: 

Plus any one of these 3 units 

Investigate and document possible 
hardware suppliers 

Researcii possible hardware soliiiicr.s 

Icienlitv possible suppliers ol hardware 

Investigate and document possible 
software suppliers 

Researc'r. possible s;.:r>.vvare soiuiicns 

Identify possible suppliers ot softwaio 

Supervise the acceptance of bought-in 
software package 

lisianlish acceptance criteria '.ly.v. "hr- 
lequirenionts specilieation 

De*^iie package test y.vws 

Dc'iiiv.- ;,.K'rUi je i',-;>l data 

i?(^fiiio •■■■s; sch.edule 

FvaUia!'/ ^ suits 
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Multi-User Computer System 
Investigation & Installation 
NVQ Level 3 

Investigate and document possible 
hardware suppliers 

Research possible harclv;are solutions 

Identify possible suppliers of hardware 

Investigate and document possible 
software suppliers 

Research possible software soluticns 

Identify possible suppliers of software 

Supervise acceptance of bought-in 
software package 

Establish acceptance cnteria from the 
requirements specification 

Define package test plans 

Define package test data 

Define test schedule 







Evaluate results 






Design hardware installation verification tests 






Define test to exercise essential features 






Define test data requirements and obtain approvals 






Define test schedule 






Observe pliysical hardware installation and engineers •-•■sts 






Evaluate results 






Produce final report 






Supervise delivery and acceptance of hardware 






Airaiiqe dc^livory of equipnKMii 






Carry out acceptance pioceduios 






nocuuienl liardwarc (■'•nlicjuration as instalkil oi k.-vis! -:: 
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Assist iispi in use of new facilities 


erJc 













Plan and define changes to hardware or 
software configuration 

Plan cliancie lo b(' execuiod 

Ciento ip.clivniiial chaiigo iii;;!:iici.iop.:; 

Revie-w chancje pian afior :',"ai!';n 
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Network Computer 
Services Supervision 
NVQ Level 3 



All of those units 

Supervise delivery and acceptance of network 

Arrange delivery of equipment 

Carry o;it acceptance procedures 

Document network configuration as iiistalled or revised 

Assist iisor to make use of new lacilitics 

Supervise network performance and configuration 

Monitor the network performance against agreed 
service levels 

Maintain network configuration dorumeniation 
Implement configuration changes ip iKrtwoik 

Control network support 

Schedule tactical network equipnuMit maintenance periods 
Monitor engineering support 

Schedule tactical iietwoik sottware iiiaintonance peiioci;; 
Monitor netv^ork sottware suppoii 

Supervise network problem identification 
and resolution 

Initiate hardwaif? or soitv^aie diagnostic pioccduic-s 

Liaise v.'iih maintenance proviciei in lepoitmti Poth 
(Hjiiipment and service failure 

Liaise with customers ovei pK)bleni:: ii|.;(^v to a!let;t 
service levels 

I'.nsuK.' problems aic n-solvcd 

Analyse problem mioimation and statisiicr, 

Take pait m leview of pioblem lesolution procedures 
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Plan and define changes to hardware or 
software configuration 



Control network security procedures 



s-::'.vare 



Plus one of these 2 units 



Manage data storage media library 



:;a:a s::::a':;- 



r.SU.'v.- '.'.'liV. aCiClt'.'.T.Li. "la- 



;osiruc:io;i c: sens: 



' '.:'.c\v,c:'.s 

■s'v.-j. :(};;i;.renienis a: 
•;::age :"ed:a 



Monitor and maintain consumable stocks 



-varry-^' 
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Stand Alone Connputer 
Services Supervision 
N VQ Level 3 

Install and configure stand alone systems hardware 

Agree .suitable hardware configuration with uber 

Agree suitable configuration of machine and peripherals 
for the required use 

Plan agreed hardware installauon or re-configuration 

Oversee installation of hardware 

Install any additional boards required 

Oversee any re-configuring or up-grading of system 

Install applications for users on stand alone system 

Agree suitable software and hardware with user 

Plan agreed apphcation installation 

Install, configure and customise software packages lo 
users requirements 

Set up software operating environment for package 

Monitor and maintain complete stand alone system 

Set up and monitor routine mbintenance system 
Diagnose problems through systematic tesung procedures 
Liaise with maintenance and repa;r organisations 
Monitor maintenance of software and hardware 

Train and support users of stand alone system 

Demonstrate tho operation of the configured system 
to the user 

Provide instruction in data back up and rocoveiv 

ProvKk; basic training m using lioftwaie pack.Kje.s tind 
hardware conflguiations 

Diagnose user hardware and software problems and 
suggest solutions 

30 




Manage data storage media library in stand 
alone environment 

Maintain data storage media storage conditions 
and procedures 

Ensure that additional data stoiage media lequirements 
are met 

Control destruction of sensitive data storage media 
or consumables 

Monitor procedures for data m.edia library management 

Control security procedures in stand 
alone environment 

Supervise physical security procedures 

Supervise hardware security procedures 

Supervise software security procedures 

Supervise data secunty procedures 

Supervise personnel security procedures 

Supervise documentation security procedures 

Monitor and maintain consumable stocks 

Monitor deliveries of stocks 

Ensure stock checks and m.ovement audits are carried 
out regularly 

Ensure that additional consumable requirements are met 
Ensure records are maintained 
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NVQ Stand Alone Connputer 
Systenn Selection & Installation 
NVQ Level 3 

Evaluate and select hardware in a single 
user environment 

Rusearcli posinbl''; hardwau; s ;:\:!;cns 

Evaluate iho iiauiwanr fiqamst cnu^'Ki 

Review results of r;valuai:ou an.c! a:-;s;.';t cusicr/ :'; :'; •■ ■: 
inanaaemout to :r,ake st-iection 

Evaluate and select software in a single 
user environment 

Reseaich possible soti'vvaie solutioiis 

Evaluate- the soitv;aie againiu ilic- ciuona 

Review results of r-vniuatiou ar.c! assist rust'^ny: ■ 
inanagenient to make selection 

Install and configure stand alone systems hardware 

Agree suitable hardware configuration with use-r 

Agree suitable coniiguiatioii oi i^iachiiic aixi pi.,-!;i;:.i.::i::-: 
for the reciuirc'd us(; 

i'lan agreed hardwaio lustalkiticu j] :p r'^un nia;:'':": 

Oversee lustallatiou 'A iiardv^aii- 

Install any additional boards loguiitd 

Oversee anv i'^-' -onligtinixi ;;p iiadi"-! ^: ::: 

Install applications for users on stand alone system 

Agree suilable s'lftwar'^ and h.aidv.'.iri' with ' : 

Plan agiec.'d application mstallaiion 

Install. uont'iguK; and custoini.si.- s'-ftwaii p-.i . ' 
asers leciuiu iiK nt:: 



Set up s()ltv;ar(\"per(i!;n(i onviioranent !ur p 



tnfiarnratiAn^Feeffnofoiry^':;; ■ . \ ■ . '^^j y I;?' "^t; 



Train and support users of stand alone system 

Deinonsuaiu Uy;- .: 'no ■;ciiliqu:or; :;vsi^ii: 

".0 lIic- user 

rrcvick; !::;;tm' ;; a:;;! rf':;:v--[v 

i'lovicio irain.iv: ;:: :.■.:■(: K:U'.7a!e j:n;:Ka(jer; ni..; 
harciwarrr coiiiiqi;: 

!^iaqnos(- iijf-! !:;:!r;v.-:i!-/ :r;;tv/a[o pr joi'-i^^s aiK; 
si'.goest soluuoiis 
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- builds better qualifications for work 



BTEC a ihe Business & Technology Eciucauon C-:-.::!''::; a:^, 
independent body which awards National Vocational 
Qualifications iNVQs) 

BTEC authorises firn:is or colleges to carry out NVO tiair.iny 
and assessment It also appoints external verifiers who 
check that trainees' work meets NVQ standards 

BTEC Itself does not do NVO training Bur it constantly 
monitors tiie providers and assessors to ensure that NVQ 
trainees develop the necessary skills to the standards 
required by industry 



Your next step 

Please see your training officer or personnel department, 
talk to the local careers advisory service, or contact 
colleges in your area. Your Training and Enterprise 
Council may also be able to help. 



Isl Edition 
March 11)94 

Issued bv iho Mcirki-tiiid 
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- better 
qualifications 
for better 
jobs 



ONAL VOCATIONAL QUALIFICATI 



Information 
Technology 




- better qualifications for work 



I'JVOs aie Uie work quaiification.s lhat employers have 
aiways oc-en asking :oi ix-cause NVQs measure what 
can do. as weil as how mucr. you know ar.d understand 
about the lob you dc 

Practical, work-based qualifications 

An NVQ IS the ideal qualification for people who intend to 
work, or already work, m a parucular industry, service or 
business. On-tne-]ob training is more relevant than book- 
learning, so the ability to run an organisation or repair a 
moior vehicle is what counts, rather than having GCSEs 

For every industry and business 

NMQs are already available for most kinds of work (arid lire 
range is constantly being added to. in order to m.eet new 
employment needs). 

NVQs are written proof of usable workplace skills which can 
be put to profitable use by an employer straight away. They 
range from basic Level 1. for everyday routine tasks, up to 
Level 5 professional skills - so there's a way to develop skills 
and build a career ladder that benefits both employer and 
employee. 

For every kind of person 

There is training for NVQs, but there's no laid-down course 
of study: someone - anyone of any age. provided they're 
over 16 - who can prove the ability to do the job. with the 
required degree of skill, is entitled to be assessed for an 



An N\'Q is recognition and certification of someone's ability 
to perform specific tasks. It may involve study to reach the 
appropnate level. On the other hand, some candidates or 
employees may already possess the necessary skills - 
acquiring an NVQ certificate can be valuable recognition of 
those skills, especially m areas where pieviously no formal 
qualification existed. 



NVQ. 
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Informatibn- Technologic 
Lev»l-4 



NVQs 

Information Technology 
Level 4 

Page 



Central Computer Services Management NVQ Level 4 5 

Computer Netw/ork System Selection and Installation 7 
Supervision NVQ Level 4 

Customer Implementation Support NVQ Level 4 9 

Information Systems Analysis NVQ Level 4 11 

Information Systems Production Supervision 12 
NVQ Level 4 

Multi-User Computer System Selection and 15 
Installation Supervision NVQ Level 4 

Network Computer Services Management 17 
NVQ Level 4 
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Central Computei 
Services Management 
NVQ Level 4 
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Plan and control installation of hardware 

Schedule delivery, instanalion and commissioning of 
hardware according lo defined strategy 

Prepare site and layout of equipment 

Arrange provision of required systems to maintain required 
conditions and pow/er supply resources 

Define acceptance procedures 

Monitor the delivery and instaDation of the new/ hardw/are 

Monitor overall performance of computer system 
and advise on additional requirements 

Manage system perform.ance against agreed service levels 

Mamtain system configuration to ensure required service 
levels are provided 

Consult mih customers and management on capacity 
requirements 

Plan and initiate agreed changes to configuration 

Establish and monitor support for computer system 

Review engineering support requirements 

Determine and agree with equipment inaintainoi the levels 
of preventative maintenance needed 

Schedule preventative maintenance 

Define systems software support requirements 

Define interfaces between service provision staff and 
support staff 

Monitor engineering and software support 

Manage application service levels 

Participate in service level agreements negotiations 
Present service level agreement requyements to staff 
Monitor peiforniancx- against aqreAi ^Cnvice h-vrh; 
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Manage resolution of computer service problems 



Specuy iauit and picblem lecording i::uZO&.::ii 

■v-loniio! !-:. v;o\v and rpv.s'^- piobleiv. :-%sr:;'.:'.; : :.:: :edurr-!-- 



cusionio! 

Define and control engineering support procedures 

Define taull reporting and call-out procedure; 

Define tauli escalatioii procedures 

Monitor, review and revise engineei'.r.q supr procedures 

Respond to reports of deficiencies m supper: 

Manage change and configuration control 

Define change and configuration control pr::rcures 

Audit effectiveness of change and configure:. :r. control 
procedures 

Implement security policies 

Define additional procedures specific to serr.r-e centre 
Ensure staff are famiiiar v;ith defined socur:: - :rccedures 
Monitor practice of procedures 
Respond to any breaches of security 



Specify pi'JPlem resolution procedures 



R-rspoiid rei 



■ports of recurnng fauii;; 



Recoyn;:;^ impnci ■: faults on service !-rV-;^ 




■ BEST COPY AVAILABLE 
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Computer Network System Selection 
& Installation Supervision 
NVQ Level 4 

Evaluate and select hardware in a multi-user 
environment 

Produce technical specncaliciis for pu.ssibie iiarciwait 
soiution liom customer rouui; .-menis 

Define obieclives for hardv-are supplier :r.v(-stiqaiion and 
accept results 

Evaluate the hardware against the criteria 

Review results cf tvaiuauon Vi^.th cusiomer/projocl 
nianaqemenl 

Evaluate and select software in a multi-user 
environment 

Pioduce technical specifications for possible soltv;aro 
solution from customer requirements 

Define obiectives for soltw/are supplier investigation and 
accept results 

Evaluate the software against the defined criteria 

Review results of evaluauon with customer/project 
management 

Plan and oversee hardware acceptance 

Establish features/facilities required to be tested from 
requirements specification 

Monitor and review progress 

Obtain customer acceptance 

Plan and control the installation of hardware 

Schedule delivery, installation and commissioning of 
hardware accoidmg to defined strategy 

Prepaie site and layout of (■ciuipnieiil 

Arrange provision of lequired systems to maintain leciuued 
conditions and powei supply resources 

Define acceptance procedures 

Monitoi the delivery and installation of the new liai(iv;are 

^^^^uin 
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Define and control engineering support procedures 
for networks 

Define fault reporting and call-out procedures 
Define fault escalation procedures 

Monitor, review and revise engineering support procedures 
Respond to leports of deficiencies in support 
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Customer Implementation Support 
NVQ Level 4 

All of these units 

Supervise completed information syster.t assembly 
and test 

Establish test criteria and strategy from system specification 
Define system test plans 
Define system test data 
Define test schedule 
Evaluate all results 

investigate needs and plan for customer training 

Investigate training needs 
Draw up training plans 

Co-ordinate and monitor the effectiveness of training 
delivery 

Manage the installation of a new system 

Define required installation activities 

Plan the installation process 

Monitor and review progress 

Review operational procedures and define possible 
amendments 

Quality assure and inspjct documentation 
Arrange acceptance of system 

Establish information system support procedures 

Review customer requirements and develop support 
proposals 

Negotiate customer response requirements for support 
Agree monitoring and call out procedures 
Agree maintenance procedures 
Agree review procedures ** 
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Information Technology 


10 , ■ 


. Level 4- 



Plus either of the following 2 units 

Evaluate and select hardware in a multi-user 
environment 

Produce technical specifications for possible hardware 
solution from customei requirements 

Define obiectives for hardv/are supplier investigation and 
accept results 

Evaluate the hardware against the criteria 

Review results of evaluation with customer/project 
management 

Evaluate and select software in a multi-user 
environment 

Produce technical specifications for possible software 
solution from customer requirements 

Define objectives for software supplier investigation and 
accept results 

Evaluate the software against the defined criteria 

Review results of evaluation with customer/proiect 
management 
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Information Systems Analysis 
NVQ Level 4 

Develop functional information requirements model 

Establish and mod'.;; :r.:orinalion rocnmonrents 
Maintain models 

Create and maintain corporate data dictionary 

Create required models 
Maintain models 

Co-ordinate the investigation of an existing 
information system 

Plan the investigation 

Define obiectives for the investigation(s) and accept .the 
results 

Finalise docum.entation and present results 

Create a requirements specification 

Define scope of requirements 

Define objectives for the investigator(s) and accept the 
results 

Formulate a requirements specification 

Justify and present the requirements specification 

Evaluate alternative designs for an information 
system 

Select a set of possible alternative approaches 

Define objectives for design exercises and accept results 

Evaluate alternative designs 

Present alternative design;; to the customer and resolve 
implementation rcquirem.ents 
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Infdrmation Technology 
Level 4^ 



NVQ Information Systems 
Production Supervision 
NVQ Level 4 

All of these units 

Supervise the design of an information system 

Identify development constraints 

Define and specify acceptance, test procedures and data 

Design security and data protection procedures 

Design clerical procedures to interface to computer system 

Define objectives for the system, designers and accept 
design 

Prepare final design documentation 

Present and justify the design to the customer to gain 
approval 

Supervise detailed ^^oftware design 

Review/ and accept overall system design 
Design and specify system acceptance tests 
Agree detailed softw/are design criteria 
Review/ and accept design m\h designers 
Present and justify the design for acceptance 

Supervise completed information system assembly 
and test 

Establish test criteria and strategy from system specification 
Define system test plans 
Define system test data 
Define test schedule 
Evaluate all results 
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Manage the installation of a new system 

Diifine required installation activities 

Plan the installation process 

Monitor and review progress 

Review operational procedures and define possible 
amendments 

Quality assure and inspect documentation 
Arrange acceptance of system 

Supervise the production and implementation 
of an information system 

Review overall proiect plan and define implementation 
targets 

Define targets for subordinates 

Monitor progress against plan 

Monitor quality of product 

Take part in regular technical review meetings 

Report to overall project management 

Respond to progress, resource or organisational problems 

Plus any one of these units 

Evaluate and select hardware in a multi-user 
environment 

Produce technical specifications for possible hardware 
solution from customer requirements 

Define obiectives for hardware supplier investigation and 
accept resuks 

Evaluate the h:^rdware against the criteria 

Review results of evaluation with customer/project 
management 
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Evaluate and select software in a multi-user 
environment 

Produce technical specifications ioi possible sottvvaie 
solution from customer requirements 

Define ob]ectivcs lor soitvvarc- s'.ipplioi investigation ar.-j 
accept results 

Evaluate the softv;are against the defined criteria 

Review results of evaluation v/ith customer/project 
management 

Plan and oversee hardware acceptance 

Establish features/facilities required to be tested from 
requirements specification 

Monitor and review progress 

Obtain customer acceptance 
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Multi-User Computer System 
Selection & Installation Supervision 
NVQ Level 4 



Evaluate and select hardware in a multi-user 
environment 

Produce lochnical specincalioiis toi possible liaidv/niL- 
soluuon from customer requirements 

Define obiectives for hardware supplier investigation and 
accept results 

Evaluate the hardware against the criteria 

Review results of evaiuation with customer/iXO)oc;i 
management 

Evaluate and select software in a multi-user 
environment 

Produce technical specifications for possible software 
solution from customer requirements 

Define objectives for software supplier investigation and 
accept results 

Evaluate the software against the defined criteria 

Review results of evaluation with customer/proiect 
management 

Plan and oversee hardware acceptance 

Estabbsh features/facilities required to be tested from 
requirements specification 

Monitor and review progress 

Obtain customer acceptance 

Plan and control the installation of hardware 

Schedule delivery, installation and commissioning of 
hardware according to defined strategy 

Prepare site and layout of equipment 

Arrange provision of required systems to maintain rccjuiied 
condiuons and power supply resources 




Define acceptance procedures 
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Monitor the delivery and installation of tlie now hardv;arp 
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16 < Level 4t 



Define and control engineering support procedures 

Define fault reporting and call-out procedures 

Define fault escalation procedures 

Monitor, review and revise engineering support procedures 

Respond to reports of deficiencies m support 
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Network Computer 
Services Management 
NVQ Level 4 



Plan and control the installation of hardware 

Schedule delivery, installation and commissioning o! 
hardware according to defined strategy 

Prepare site and layout of equipment 

Arrange provision of required systems to maintain required 
conditions and power supply sources 

Define acceptance procedures 

Monitor the delivery and installation of the new hardware 

Manage network performance, development and 
configuration 

Monitor network performance against agreed service levels 

Maintain network configuration to ensure required service 
levels are met 

Identify needs for network development 
Agree required network development 
Plan and inmate agreed changes 

Establish and monitor network support 

Reviev/ engineering support requirements 

Determine and agree with equipment mamtainer the levels 
of preventative maintenance needed 

Schedule preventative maintenance 

Define network software support requirements 

Define interfaces between network staff and support staff 

Monitoi engineering and software support 



ERIC:, -■■ • 




18 



Informatlpir Technology 
Level. 4^ 



Manage resolution of problems on networks 

Specify problem resolution procedures 

Specify fault and problem recording procedures 

Monitor, leview and revise problem resolution procedures 

Respond to reports of recurring faults 

Recognise impact of faults against service levels and liaise 
with customer 

Define and control engineering support procedures 
for networks 

Define fault reporting and call-out procedures 

Define fault escalation procedures 

Monitor, review and revise engineering support procedures 

Respond to reports of deficiencies in support 

Manage change and configuration control 

Define change and configuration control procedures 

Audit effectiveness of change and configuration control 
procedures 

Implement security policies 

Define additional procedures specific to service centre 
Ensure staff are familiar with defined security procedures 
Monitor practice of procedures 
Respond to any breaches of security 
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- builds better qualifications for work 



BTEC IS the Business & Technology Education Council, an 
independent body which awards National Vocational 
Qualifications (NVQs). 

BTEC authonses firms or colleges to carry out NVQ training 
and assessment. It also appoints external verifiers who 
check that trainees' work meets NVQ standards. 

BTEC Itself does not do NVQ training. But it constantly 
monitors the providers and assessors to ensure that NVQ 
trainees develop the necessary skills to the standards 
required by industry. 



Your next step 

Please see your training officer or personnel department, 
talk to the local careers advisory service, or contact 

, colleges in your area. Your Training and Enterprise 

-"-fcouncil may also be able to help. 



1st Edition 
March 1994 

Issued by the Marketing 
Services Department 
Order code Z- 109-4 
Price code 0 (dee) 
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NATIONAL VOCATIONAL QUALIFICATIONS 



Information Technology 
for End Users 




- better qualif, 



cations for work 



I^/Qs are the work qualifications that employers have 
always been asking for, because NVQs measure v.-hat you 
can do. as well as how much you know and understand 
about the job you do. 

Practical, work-based qualifications 

An NVQ is the ideal qualification for people who intend to 
work, or already work, in a panicular industry, service or 
business On-the-job training is more relevant than book- 
learning, so the ability to run an organisation or repair a 
motor vehicle is what counts, rather than having GCSEs. 

For every industry and business 

NVQs are already available for most kinds of work (and the 
range is constantly being added to, in order to meet new 
employment needs). 

NVQs are written proof of usable workplace skills which can 
be put to profitable use by an employer straight away. They 
range from basic Level 1, for everyday routine tasks, up to 
Level 5 professional skills - so there's a way to develop skills 
and build a career ladder that benefits both employer and 
employee. 

For every kind of person 

There is training for NVQs, but there's no laid-down course 
of study: someone - anyone of any age, provided they're 
over 16 - who can prove the ability to do the job, with the 
required degree of skill, is entitled to be assessed for an 



An NVQ IS recognition and certification of someone's abibty 
to perform specific tasks. It may involve study to reach the 
appropnate level. On the other hand, some candidates oi 
employees may already possess the necessary skills - 
acquiring an NVQ certificate can be valuable recognition of 
those skills, especially in areas v;here previously no formal 
qualification existed. 



N'VQ. 
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NVQs 




Informatio,' 


Technology for End Users 


Levels 1-3 


Page 


N\'Q Level 1 


4 


NVQ Level 2 


8 


NVQ Level 3 


13 



: lnformation«Technologw*0"^En«t?:U«er« 
4^- :. Level»1-a. 



Using Information Technology 
NVQ Level 1 



All of these units 

Enter data into a computer system 

Prepare source data 

Enter data into system 

Check correct status of resulting data 

Check system status on completion 

Retrieve and format existing data to generate 
specified routine information 

Prepare to generate information 

Locate and retrieve required data from source 

Format retrieved data items and generate required 
information 

Check and secure resulting info mation 
Check system status on completion 

Present information to meet defined requirements 

Prepare for presentation of information 
Output infonnation to meet presentational requirements 
Monitor and check presentation of information 
Check systems status on completion 

Contribute to maintaining the working information 
technology environment 

Comply with health and safety requirements 

Comply v\'ith requirements of display screen equipment 
regulations 

Comply with fire and other emergency instructions and 
procedures 

Comply with commercial and legislative requirements 





Comply witli equipment security requirements 



Maintain awareness of regulations in force 
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Pkis 4 01 tno tollowiny 6 Linits 

Make use of data storage media and other 
computer consumable items 

Take data storage media from store 

Use data storage media 

Store data storage media 

Store documemation 

Draw and record usage of consumables 

Create and present textual information 

Prepare data and system to carry out work 

Create textual information 

Present textual information 

Identify problems and take appropriate action 

Check system status on completion 

Produce graphical information for presentations 

Prepare data and system to carry out work 
Check source material 
Create images 

Create presentation materials 

Incorporate illustrative material into documents from 
existing stored data items 

Review presentation materials 

Identify problems and take appropriate action 

Check system status on completion 

Create and present numerical information 

Prepare data and system to carry out work 

Create numerical information 

Create numerical information in graphical format 

Present numerical information 

Identify problems and take appropriate action 

Check system status on completion 

..M^.^ N^.lj.-^r.,;-j-i-..-,._ ^....^-^^-.t. ^ ^■..■..^-m^..:M^-^ i.. - .I...... ■ 
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Store and produce structured data and information 
from a computer based information management 
system 

Prepared data and system to carry out work 

Enter data to a computer based information storage system 

Interrogate infonnation system to obtain data 

Generate information 

Produce standard reports 

Identify problems and take appropriate action 

Check system status on completion 

Process customer transaction and queries using 
information technology 

Identify transaction requirements 

Prepare for transaction entry 

Enter transaction 

Process transaction 

Identify problems and take appropriate action 
Check and protect system state 

Additional units 

Review information technology facilities used 

Comment on the features and facilities used 

Evaluate system and equipment against health and safety 
and display screen equipment requirements 

Evaluate user documentation 

Review evaluation with others and identify improvements 

Organise and maintain own data on data storage 
media 

Monitor and maintain the storage of files 
Retneve and edit files 

Maintain security and control access to data and files 
Protect data stored on media 
Carry out data restore operations 
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Take care of networked equipment and system 



Ensure equipment is maintained in good working order 

Carry out defined equipment cleaning and basic 
maintenance procedures 

Ensure data and system integrity are maintained 

Operate distributed computer system terminal 

Switch on terminal 

Access application processing system 

Execute terminal application security procedures 

Switch off terminal 



used 
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Using Information Technology 
NVQ Level 2 
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All of these units 

Prepare data and information technology to create 
defined product 

Prepaie data to carry out work 

Select and prepare IT facilities to carry out work 

Recognise and respond to failure of application to run 
correctly 

Create and format information from existing stored 
data items 

Locate and retrieve data necessary to produce requited 
information 

Manipulate data to create required information 

Prepare and secure results for output 

Identify problems in creation of infonnation and take 
appropnate aaion 

System status is checked on completion 

Produce information and evaluate product 

Prepare for creation of product 

Initiate and momtor produaion of infonnation 

Respond to produaion problems 

Check system status on completion 

Review final product 

Evaluate available information technology facilities 
and use made of them 

Review own use of facilities available 

Improve own use of facilities available 

Review procedures for use of facilities available 

Review findings and proposals with others and implement 
improvements 

Implement agreed improvements and assist others to make 
use of them 
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Make use of computer application facilities in a 
work group environment 

Gam access to and make use of the facilities available to the 
work group 

Make use of shaied data 

Maintain effective v/orking relationships 

Create and present complex textual information 
incorporating graphical images and diagrams 

Locate, retrieve and enter data necessary to produce 
required information 

Set up data files 

Set up templates and layouts 

Create required documents 

Produce information 

Incorporate lUustrative material into documents 
Monitor and check output of information 
Check system status on completion 
Reviev/ information produced 

Create complex information for presentation and 
exhibition materials 

Reviev/ produCTion and presentation requirements including 
alternatives for final product 

Prepaie information to cairy out w/ork 

Set up templates and layouts and create information to meet 
requirements 

Create required information and presentations 
Produce materials 

Momtor and check production of information and materials 

Check system status on completion 

Reviev/ information produced 

Maintain bbrary of presentation and exhibition materials 
and information 
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' V -; inf orin?itio«^iTechffologvs.f oREhfLtU^ 
10^ Level«t1-3. 



Manipulate and analyse numerical information 

Prepare and enter source data 

Set up formulae and calculations 

Test formulae and calculations 

Marupulate and present numerical information 

Store and document routines 

Review information requirements and production 

Derive and manipulate complex information 

Prepare and enter source data 

Generate infonnation from multiple pre-stored data items 
Produce customised reports 

Monitor and check production of information and reports 
Review information requirements and production 

identify user originated problems and assist with 
resolution 

Respond to problems and requests for assistance 

Diagnose and resolve problems and respond to user 

Ensure unresolved problems or requests are escalated 
appropnately 

Liaise with support service providers 
Additional Units 

Create and maintain files and directories 

Create new file structures and directories 

Delete redundant files 

Reorganise file storage 

Create backup 

Restore from backup 

Archive files 

Recover from archive 
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Set up and maintain file structures for a library of 
information 

Set up defined file stmctur.iS to maintain library of 
information 

Set up required information structures for storage and 
presentation within a library system 

Maintain the access and security codes of a library 
management system 

Maintain library system records 

Oversee the maintenance of files and file structures 

Oversee backup procedures 

Oversee file management procedures 

Monitor and control data storage capacity in accordance 
with defined procedures 

Identify problems in file maintenance and take appropriate 
action 

Communicate electronically using information 
technology 

Distribute information using electronic communications 
facilities 

Manage receipt of electronically transmitted information 

Manage access to electronically held information held by 
self and third parties 

Assist and support users on networked computer 
application systems 

Select appropriate training material 

Provide basic instruction in the use of hardware 

Provide basic instruction in the use of network 

Provide basic instruction in data backup and recovery 
procedures 

Assist user to access available support 
Provide assistance on request 
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Operate computer network applications and 
peripheral hardware 

Ensure hardware is set up ready for use 

Start up network 

Morutor for and respond to messages and problems as they 
occur 

Close down computer systems 
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Controlling Use of Information 
Technology NVQ Level 3 



rAll cT tnese units 

Establish requirements and supervise production of 
work using Information technology 

Review and agree requirements for final production and 
methods for carrying out work 

Identify and define data and infonnauon which is to be used 

Define methods and standards for production 

Set up available installed tools and facilities to meet work 
requirements 

Control production of work using information 
technology 

Maintain records of customer requirements 

Allocate and schedule work 

Monitor activities and respond to customer enquiries 

Check ongoing quality of work and review products with 
customers 

Maintain records of activities and performance 

Review and improve effectiveness of use of installed 
information technology 

Monitor and maintain quality of work being produced 

Monitor use of installed informauon technology with staff 

Review use of information technology with staff 

Implement agreed changes within own authority 

Implement defined fire and health and safety 
procedures in an information technology 
environment ' 

Define additional instructions specific to local environment 

Ensure staff are familiar with defined procedures and 
t .■ ■ instructions 



■ -^'■^K*':Z^"^^'^^^^y-] Monitor health and safety practice 



■^g,- , ■ , • . . Review procedures with staff and management 
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Implement defined commercial and legislative 
requirements and procedures to maintain an 
information technology environment 

Define additional instmctions specific to local environment 

Design records to be maintained 

Ensure staff are familiar with defined procedures and 
instructions 

Maintain records to organisational and legislative 
requirements 

Maintain and monitor activities to comply v^fith legislative 
requirements 

Review procedures with staff and management 
Plus 3 of the following 5 units 

Create automated procedures to assist customers 

Discuss and agree requirements with the customer 

Document and agree the design 

Create procedure(s) to meet the design 

Take part in progress reviews 

Create test plans and test data 

Carry out tests 

Create a completed procedure package for hand over 

Plan and control changes to Installed IT 
environment 

Review and define required changes in business tenns 

Assist user to create a change specification 

Create change plans 

Control implementation of changes 

Participate in post implementation reviews and cany out 
follow up checks on the completed change 

Control problem escalation and review 

Supervise problem resolution 

Supervise problem escalation 

Analyse problem infonnation and statistics 

Take part in review of problem resolution procedures 

. 



Oversee information technology training delivery to 
staff 

Identify individuals with training needs from records and 
plans 

Schedule agreed training 

Make staff and resources available for agreed training 
Coordinate and monitor the effectiveness of training delivery 
Maintain records of training given 

Provide instruction in standards and procedures for 
use of applications software 

Explain the standards and procedures for carrying out work 
using information technology 

Demonstrate use of application to meet defined standards 
and procedures 

Check that user has understood instruction 
Additional Units 

Train and support users on networked computer 
application systems 

Demonstrate the operation of thi configured network to the 
user 

Provide training in using applications software and 
hardware configurations 

Provide instruction in the disciplines and procedures 
required when working in a network environment 

Provide instruction in data backup and recovery 

Diagnose user hardware and software problems and suggest 
solutions 



ERIC 



Monitor and maintain networked or distributed 
applications system 

Set up and monitor routine maintenance system 
Diagnose problems through systematic testing procedures 
Liaise with maintenance and repair organisations 
Oversee third party system maintenance 
Monitor maintenance of software and haidware 
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- builds better qualifications for work 



/ 

BTEC IS the Business & Technology Education Council, an 
independent body which awards National Vocational 
Qualifications (NVQs). 

BTEC authorises firms or colleges to carry out NVQ training 
and assessment. It also appoints external verifiers who 
check that trainees' work meets NVQ standards. 

BTEC itself does not do NVQ training. But it constantly 
monitors the providers and assessors to ensure that NVQ 
trainees develop the necessary skills to the standards 
requued by industry. 
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'.Please see your trainiiig officer or personnel department, 
.'^sQkWthelocal<»re€isad^ ^ 
l£ipolleges in'yom kea^^tm Trainiatig and Enterpipse ' i . 
.■■VCtouncilmev 's^'fie stole to help. '.' -'X-Z'^^l^ix ' 
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The occupational standards for these NVQs are available 
from: 

ITTTQ, 16 Bemers Street, London WIP 3DD 
Telephone. 071-580 6677 



1st Edition 
November 1994 
Issued by the Marketing 
Services Department 
Order code Z- 592-4 

Further copies of this leaflet are available tree from the 
Publications Despatch Unit at the address below 
Telephone- 071-413 8400 
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